
Comments Received

Authors: Resolve Comments 

and edit RFP Sections 

electronically. 

Authors: Communicate 

directly with reviewers if you 

have any questions or if you 

do not intend to incorporate 

a comment.

Author: Select a checker 

(ideally someone within your 

discipline).  Provide access 

to section and comment 

response spreadsheet.

Checker: Review entire 

section and verify that all 

comments have been 

addressed in accordance 

with the comment 

responses.  Complete 

verification column in 

Comment Spreadsheet

Backcheker (Author): 

Review edits and concur 

and/or edit further.

Submit to technical 

writer for review/edits. 

Coordinate edits with 

Author.

RFP Coordinator: Prep for 

Review/Ad.  Copy electronic 

file to next version and 

accept all changes. Create 

PDF and build TOC.  Send 

comment responses to 

reviewers.

RFP Coordinator: Combine 

all comments and distribute 

to authors.

Review/Ad Date

Author to verify that 

comment responses are still 

accurate after all edits are 

complete.
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